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Introduction

Welcome toE-Wage

This Windows Version oE-Wagewill be the framework of many new changes in Uiaye reporting
with The Utah Department of Workforce Services.

The New E-WageProgram offers the following improvements:
® Replacement for the "Jswage" DOS based wage datapEngram
e A user friendly and intuitive Windows environment
® Electronic filing of both the Employer’s Contribati Report (Form 3) and the Wage List (Form 3H)
®  Optional payment of taxes with debit Electronic &siffransfer (EFT)
® Improved import capabilities
e Update employer account information (Form 3S)
® E-WageProgram is available on line:
http://app.jobs.utah.gov/ui/fEmployer/Public/EWageDwnload.aspx
E-Wageeliminates the need to send paper documents to.0W&Spaper reports created in this program
are for the sole use of the business owner orathereparer and clients.

Paper documents printed iErWage are not intended for filing reports with this Dejpaent. The
Payment Coupon, the only exception, must be setit your checkunless paying by EFT.




System Requirements

A Microsoft Windows compatible PC with a Pentiunogessor, recommended 200 MHz or faster.

Windows 95, Windows 98, Windows NT 4.0 with servizgek 6,
Windows 2000, Windows XP

All Relative Y2K service packs

64 MB of RAM

5 MB of free hard disk space

CD-ROM drive

Minimum 56K Modem

Internet access to take advantage of Internetrestu

Use only Netscape Navigator (v6.1or greater) agrht Explorer (v5.5 or greater)

We recommend a resolution of 1024 x 768 or higher.

Help Line: 801-526-9235
800-222-2857 Ex 69235
7:00 a.m. to 6:00 p.m.
Monday Thru Thursday




E-Wage

Installation

CD-ROM

Insert theE-Wagesoftware CD into your CD-ROM drive to bring up thetorun screen
or run setup.exein the root directory of th&-Wage CD and then follow the instructions
appearing on your screen. The install wizard tgkesthrough the installation process and puts
the newE-Wageicon on your computer desktop.

Internet
The E-Wageprogram may be downloaded from the Departmentissite at:
http://app.jobs.utah.gov/ui/Employer/Public/EWageDavnload.aspx

Program Mode Selection

At the end of the install process, sel
which version of thée-Wage Program to run. & Single User |Single wser mode allaws only one emplaper account to be
Select the Single User mode unless you are filing repoited
reports for more than one employer. The Single
User mode can be upgraded to the Multi User Multi User kulti uzer mode allows accountants/payroll services to report
later, but you can not go from the Multi User to MalE NG Smplky
the Single User without a loss of data. A new
install of the Single User is required.

o OK X Cancel |

Starting E-Wage
Simply double click on th&-Wageicon on your computer to stdft\Wageor you can execute the
program C:\Program Files\EWage\EWage.exe.

Changing Single User to Multi User
To change Single User to a Multi User call Help Line:

Help Line: 801-526-9235
800-222-2857 Ex 69235
7:00 a.m. to 6:00 p.m.
Monday Thru Thursday

Program Updates

To check for the latest updates, go to the Helatabe top of any screen. Go to "Ab&stWage"and
click on the "Update" button. The update file t@ndownloaded to a diskette from a computer witbrhret
access fromthe Department’s website at: http:/fabg.utah.gov/ui/Employer/Public/EWageDownloadxasp
. An update diskette can also be obtained by cgilie Departmentdelp Line. See above.




Quick Reference
(Contributory Employers)

E-WageManual
o The E-Wage Manual is found on the install CD or may be dowaded from the Internet at
http://jobs.utah.gov/ui/femployer.asp

Getting Started

o The question mark icon ( ?) to the side of asidfrepresents the help icon. Information and habisut
each field are obtained by using the cursor tceeitfick on, or simply hover over, the help icon.

The first time you rufE-Wage the "Employer Profile" screen is shown.

All fields must be input with data and posted totoue.

Confirm the system time and date each time youharprogram.

Confirm your "Employer Profile" each time you rdretprogram.

O O O O

Update Employer Information Profile - Form 3S

o Click "No" if there are changes to the account,(ckange of ownership/entity, address, contaatimation).
o Complete Form 3S and "Post Changes" or cancellzoake the "Wage Data" tab at the top of the sdx@en
continue.

Employer’s Quarterly Wage List - Form 3H

o Enter Quarter/Year and confirm.
- This is the report filing period.
o Enter Contribution Rate and confirm.

- This is located on line #6 of your Employer Qudyt€ontribution Report (Form 3) or your annual
Contribution Rate Notice (Form 45).
o Enter Taxable (Wage) Base and confirm.
- This is found on line #4 of your Employer QualstéZontribution Report (Form 3) or your annual
Contribution Rate Notice (Form 45).

o Enter Employee Social Security Number.

- Leave blank if the SSN is invalid or unknown at time of reporting.
o Enter Employee Name.
o Enter Employee Gross Wages.

- Report dollars and cents.
- An Employer 125 Cafeteria Plan are the only wabasare not reported in gross wages.
o Click "Continue" when completed.

Employer’s Contribution Report - Form 3

o Information from the "Wage Data" screen is usectéate the Form 3 Contribution Report and calculste
contribution (Tax) due. Any interest and penalties based on the computer’s system date at tleettien
contribution is calculated.

o Total Payment
- Enter dollar amount of remittance.
o Enter Employee Count.
o Click "Continue" when completed.
o Adjustments for prior quarters must be made laygian amended report (Form 3ADJ and 3HADJ). Forms

can be downloaded from the web &ttp://jobs.utah.gov/ui/taxform.asp.

Submit The Employer’s Contribution Report & Quarter ly Wage List

o Three filing options
- Upload a data file to the Internet and mail thgrpent coupon and the check.
- Upload data file and make an EFT payment on ttermet.
- Create a data file on diskette and mail with payneeupon and check.




Quick Reference
(Reimbursable Employers)
(Only nonprofit organizations or governmental entiies)

E-WageManual
o The E-Wage Manual is found on the install CD or may be dovaded from the Internet at
http://jobs.utah.gov/ui/Employer/Public/UIPublicati ons.aspx

Getting Started

o The question mark icon ( ?) to the side of amidfrepresents the help icon. Information and habtsut
each field are obtained by using the cursor tceeitfick on, or simply hover over, the help icon.

The first time you rure-Wage the "Employer Profile" screen is shown.

All fields must be input with data and posted tatoue.

Confirm the system time and date each time youearprogram.

Confirm your "Employer Profile" each time you rdretprogram.

O O O O

Update Employer Information Profile - Form 3S

o Click "No" if there are changes to the account,(ckange of ownership/entity, address, contaotinétion).
o Complete Form 3S and "Post Changes" or cancellamase the "Wage Data" tab at the top of the sdi@en
continue.

Employer’s Quarterly Wage List - Form 3H

o Enter Quarter/Year and confirm.
- This is the report filing period.
o Enter Employee Social Security Number.
- Leave blank if the SSN is invalid or unknown &t thme of reporting.
o Enter Employee Name.
o Enter Employee Gross Wages.

- Report dollars and cents.
- An Employer 125 Cafeteria Plan are the only wabesare not reported in gross wages.
o Click "Continue" when completed.

Employer’'s Reimbursable Report

o Information from the "Wage Data" screen is usetefmrt the total wages paid in the quarter.

o Enter Employee Count.

o Click "Continue" when completed.

o Adjustments for prior quarters must be made lygian amended report (Form 3HADJ). Form 3HADJ can

be downloaded from the web dittp://jobs.utah.gov/ui/taxform.asp.

Submit The Employer’'s Reimbursable Report & Quartelly Wage List
o Two filing options

- Upload a data file to the Internet.

- Create a data file on diskette and mail in.




Where to Start with E-Wage

Run E-Wagefor the first time
The question mark icon ( ?) to the side of anigfiepresents the help icon. Help information aimtish
about each field are obtained by using the curseither click on, or simply hover over, the halpn.

Employer Profile Setup

, . . | Ewoge [EmployorProfe]  HEE
The first time thatE-Wage is started, || g view Hep lelx|

enter the basic "Employer Profile” informatic B E 2 e & B
as ShOWﬂ beIOW. A” er|dS must be C0mp|et HageDala Foim3 Changes Reports  Submit  History  Piofile  Settings

and posted before proceeding. Ulccaurt Humber: [ | 7 Federdl: [ - K
Once the employer's profile has been === L
completed the "EFT Information" screen will
become active. If you aldOT going to use the  cwsteze [T =]
EFT option, please complete the profile setup by =™ L | |
clicking on the "Post" button. Tile |
Phane: [ 1 - |
Ermail Address: |

Must Enter Employer Information before proceeding. |

Post | X Cancel

EFT Setup
Enable EFT Payment E-Wage | CHAT N CHEW - [Client Profile] : =iof ]
Enter the EFT Information ang# e vew tep =18l x|
check the "Enable EFT Transactionf"@ B & & 88 2 B
bOX History  ‘Wage Data  Form3  Changes  Profile  Clients porks  Preparer  Settings
' Ul Account Number. |C3125848:4 | 7 Federal 1D | NN | 7
. Company Mame: |CHAT N CHEW
Disable EFT Payment N o
The EFT option may be disabled at
anytime by removing the CheCk mark City/State/Zip: | SANDY | ur = |B4UB4-U12EI

Business Phone: | (801)526-3434 |

fromthe "Enable EFT Transactions" boX. ot peson [Pl |
Title: [MAMNAGER I
Phane: | [801)526-3530 |

Complete the EFT Setup by Email Address:| phil@corm. com I
clicking on the "Post" button. T [ |

Authorized By MISS BEA HAVEN

Autharized Tie  |CED

Account Number |456236222

Routing Number | 124000054

Account Type ‘u C - Checking, 5 - Savings, M - Money Market

& Add Client = Delete Client Bost | 5S¢ Cance |




Beginning Each Quarter

Each time you enter the-Wage program the "System Date Check" and "Employer ilerétheck”
screens will pop up for verification.

SYStem Date Check Employer Information - Yersion: 2.12 ** TEST SE & 5|
An incorrect System Date may result i systemDate and Tmeis: 6/16/2003 4:4437 PM @ Change |
inaccurate interest and penalty calculatidas. If this is incomrect. please change NOW!

An incorrect Date 7 Time will result in incorrect calculations.

Wagewill display the System Date each time you
start the program. TO correct the SyStem date ahlbﬂegistration Muriber: C 3-125848-4 Federal ID: 78-1254569

: : n " Company Mame: CHAT N CHEW
time, click the "Change" button. e e

City#State/Zip: SANDY urt 84094-0120
Busziness Phone: [801])526-9494
Contact Person: PHIL
Title: MANAGER
Phone: [(801)526-9590
Ernail 4ddrezs: phil@com. com

If the above information is correct, please select "YES*®
otherwise, select "NO" to make changes to your profile. The "NO*
button will bring you to the Change screen to update your profile
and notify DWS of your account changes.

Mo
Change System Date Date/Time Properties EE2
This screen allows you to correct theoate&nme| I
system’s settings. Date e
[opi =] Jeoos =
12 34 5
E 7 € 9 10 11 12
13 14 15 16 17 18 13 L
20021 2 23 24 K % ‘ :
27 28 29 ‘
[12:36:57PH =
— Time zone
|(GMT-07.00) Mountain Time (U5 & Canada] =l
¥ Autornatically adjust clock for daplight saving changes
0Ok, I Cancel Apply




Employer Profile Check

Each timeE-Wagebegins, you are asked
the "Employer Profile Information" is current.
the "Employer Profile" is correct, select "Yes"
continue.

Change Employer Profile

NN . " E-Wage | CHAT N CHEW | 1/2003 - [Form3S [Employer Changes]] P[] 3
A "No" answer will take you to the "Employ dT e R N I M

Changes Screen" (Form 3S) to make the correc

(For more information, refer to page 22.)

Employer Information - Yersion: 2.12 ** TEST SERYE

5

f Swstem Date and Time i B/16/2003  4:44:37 PM

[Fy Changs |

f If thiz iz incomect. pleaze change NOw!
to An incorrect Date 7 Time will result in incorrect calculations.
Ul Registration Mumber: C 3-125848-4
Company Mame: CHAT N CHEW
Address: 1234 5 300 W

Federal |D: 78-1254569

City/State/Zip: SANDY
Buginess Phone: [801])526-9494
Contact Person: PHIL
Title: MAMAGER
Fhaone: (801)526-9590
Email Address: phili@com. com

ur 24094-0120

If the above information is correct, please select "YES"
otherwise, select "NO" to make changes to your profile. The "NO"
button will bring you to the Change screen to update your profile
and notify DWS of your account changes.

'£I|E View Help

g 3 @ B

=13 x|

=2 © 8 @

‘Wage Data Form 3 Changes  Reparts Submit  History  Profile  Settings
Employer ID: [C 31258484 | Date: [04/02/2003 |
PLEASE MAKE CHANGES if inf ion is i

Federal ID Number: |f8-1254569 | 7 Telephone Nurher |801)526-9434 | 2

2. CHANGE OF NAME OR ADDRESS. but MO change of ownership.

”1 . or missing. |

Mew Mame: | CHAT W CHEW
Mew Address: [1234 5 300 W/ I New Name
[T New Addiess
SANDY I m |9409401 20

3. CHANGE OF OWNERSHIP [ DWS for ba or merger)
T Business or Entity Reorganization  OR [7] Business Sold and % of Assets Sold

Effective on j 2
‘We changed to:l 'I

New owners: | I

New Name: I
New Address

City, State, Zip:

4. CLOSE / REOPEN ACCOUNT

Effective on j 7

[T Dut of Business with MO successor
™ Stillin business with no employess
I Employees are now LEASED from: | |
[T Reapen

5. CONTACT INFORMATION

JIM SHEW
MANAGER

fim@cam, com

Contact,
Title:

Phane: |(8011526-9494 |

Ernail

ozt Changes | 2@ [Cancel Changes




Entering Wage Data

Contributory Employers

Once you have posted the "EMPIOY&Ea. wou rep j_i':::
Profile", E-Wage automatically goes to th N R = =) @
"Wage Data" entl'y screen. Your Registl’a’[i [¥ageData Form3  Chamges  Reports  Submit  History  Profile  Settings
Number and Company Name  apPEeal .. uecsmmuans |[car v oiew |
automatically using your "Employer Profile QuatterVear [272003| 2 Contbutions Fite [075 | 2 Tauable Bas [22500] 2
Information." Enter the quarter and year for
which you are filing reports (e.9., 1/2002r—s T Fariione o] e T
2/2002). As you enter the Quarter /Yeal,
Contribution Rate, and Taxable Base, you are i E x|
asked to confirm the data for each entry. The @ Did you pay wages this Quarter?
Contribution Rate and Taxable Base are found on
the quarterly reports mailed to you at quarter’s 1o cancel |
end, or your annual Contribution Rate Notice
(Form 45). The rate must be within the range|of
.001 to .099.
Rate Changes Mid Year

The "Contribution Rate" input for the'l
quarter of each year becomes the default for that [Fvode =] Total Employees [ | Total Wages
year. Any rate change for a subsequent quartefit == | SiiEpes | Bz |
must be input_ 9 [mpart agral £ CONTINUE |

Did You Pay Wages This Quarter ?

If you had payroll during the quarter, click ¥&S and enter the data.
If you hadNO payroll in the quarter, click oNO. A no wages paid report, Form 3, is created.

Reimbursable Employers
Your Registration Number and Compa

E-Wage | FAMILY HEALTH | 1/2003 - [Wage Data Entry]

]’ Flle Wiew Help

=10 x|
LS

Name appear automatically using your "Employ
Profile Information." Tax Rates and Wage B

er g

g g8age Data Quarterly Changes Repaorts  Submit  History  Profile  Settings

information do not apply to Reimbursable@essuaion | #671330 | [FaMicy HEALTH |

Employers. Enter the quarter and year for which
you are filing reports and confirm (e.g., 1/2002,

Quarter/vear |1 fZDDS| ?

2/2002).

55N | First Name [Middle| Last Hame

| Wages | ﬂ

Did You Pay Wages This Quarter ?
If you had payroll during the quarter, clic
on YES and enter the data.

|
RS

If you hadNO payroll in the quarter, click
on NO. A no wages pa|d report’ Form 3’ S @ Did you pay wages this Ouarter?
created. Ly
— o | = |
|
Sort By |Enty Oider = Total Emplayess Dl Tatal wages

Copy Presious Qe | e Add Employes | &= Delste Employes |
Impart Eayral = CONTINUE |




Wage Data - Form 3H

Entering Employee Wages
J- File View Help =121 x]|

You mustenterthesomalsecurltynumbt_ar_(SS ), B la] (& 2 & & B
name, and Wages for each employwhen h|tt|ng “WageData Form3  Changes  FRepots  Submit  History  Profle  Settings

the ENTER key or TAB key after entering Wages s £ 33722z40 |[GHAT N cHEw NG |
the program automatically posts the data. The gueries [22002] 7 conviuions Rate [0 | 7 Tasabie Base [2200] 2
program keeps a running total of the number of

employees and the total wages entered. S5n | Firet Nome [Middie] rvYT— T woger | ﬂ
1528-15-2358 Lau SMITH 1.570.00
. . . §23-35-7583 ED JOHMSOM F.430.00
An invalid SSN should be replaced with [@sxseses: asn BLRNINGHAM 121000
8-45-3286 DOUGLAS cook 25.140.00

blank entry in order for the wage data to post4&
528-35-8295 JOHM SMYTH E24.00

your account. If the employee has not provided @1z e H  BAKER 57000

H H HYH 23-87-5832 RICHARD HalL .327.00

SSI_\J_, p!ease obtalr_1 it. _ Upor_1 receiving m B g T

notification concerning this omission, you muSsszssss cHris JENSEN 292100

HH -48-9287 BRYAN WALSON 32,000.00

respond by providing the corrected SSN. EXCe&S. o iiicen w eenson 00

wages can not be calculated for an employ@e-:sanz wne JWATERS 262500
without a SSN.

Report total gross wages (both dollars and =

CentS) before deductlons for eaCh employé@Bp Entry Order = Tatal Employees 12| Tatalwages $83,939.00
|I’lC|Ude Compensatlon (CaSh bOI’]US°° Cop}lPreviouthr | e Add Emplayes | & Delste Employes |
commissions, gifts, tips, etc.,) as one wage figure e 2=l 2 CONTIHE |
Employees who received no compensation during

the quarter should not be listed.

Exempt Wages

Section 125 Cafeteria Plan:

This refers to section 125 of the Internal Reve@ade which allows a company to offer its employees
a choice of non taxable benefits. These wagesxamm from the Unemployment Tax and should not be
reported as part of gross wages.

Continue Button
After completing the wage list information, prekstbutton to save the data. The wage total issgost

to the Form 3 and the tax due is calculated fogtreterly report. Excess wages can not be catulifatr an
employee without a SSN.

Copy Previous QtrButton

When clicked, this button copies the employee’s Blamd SSN from the previously entered quarter that
had payroll. The wage field will be blank. In clsamy this option, you must remember to copy theipres
guarter before adding new employees.

Add Employee Button
This button, when clicked, will add a blank linghe "Wage Data" grid. You then enter the informati

for the new employee.

10



Delete Employee Button

This button deletes employees one at a tire
Highlight the employees and click on "Delete/\:’p fire you sure you wark ko DELETE SSh: 5253515327
Employee." You will be asked to confirm the delatio ™.
Any employee without wages will automatically be
deleted when the list is posted to the Form 3. To
delete an entire quarter refer to the "History'tisec

page 26.

|mp0rt Paer” Button E-wage | CHAT N CHEW | 1/2003 - [Wage Data Entry] I =1
This button will not become active until e ey il EEE

import option has been selected. Refer to qhe BRF = & & B

sect|0n " Wage Data Import Setup" page 23 Wage Data Form3 Changes Reports  Submit  History  Profile  Settings

Registration Huriber € 5-303430-0 | [CHAT N CHEW |

This button allows you to import payroll  Ssterres [1205] 7 conbuions fte [0 ] 7 Tasabie pase [22500] 2
data intoE-Wage Before using this feature, the
import settings must be defined. When select[g__SSN |_First Hame _[Middic] Last Hame | Wages | ﬂ
this option, you must remember to import the
wage data before adding new employees.

Sort By [Entry Order = Total Employess Dl Total 'wfages

e Add Employes | = Delste Employes |

Impart Bayral £ CONTINUE |

Set Import f||e Path Payroll to E-Wage Data Conversion ll

Set the path to the wage data file you wishpport Status
to import Import File: | T2 D ata Foldert 3732340103 |
| | # Processed: | |
Wievs Paprall File | o Impart | j-L Lloze

View Import File button

View Fixed Length Payroll File - ata Folder'13732340.103

b

=
3

(3{E3

P h f | b f 1 z 3 4 5 & 7 8

rEVIeW t e I e e Ore Importlng t?23456'.FBSD1234567BSﬂ1234567Eb9ﬂlZ34567Eb9ﬂlZ34567Eb901234567Eb901234551990123455199012345519901

insure the correct file has been selected oo mme 55005 1503G000SAT W CEE T
AZ3EE5462593732340000103RKT0HNS0N 0003215000000CHAT M CHEW E
AZ3IST4533293732340000103F ANDERSEN QO00Z1Z000000CHAT N CHEW E
AZSEZ3242393732340000103M CLARK 0000295000000CHAT M CHEW E
(AZSE77526593732340000103MBELLTIOTT 0001520000000CHAT M CHEW E
AZ5E1l0554593732340000L03NRLANTZ 0000952000000CHAT N CHEW E
AZSEEEE21893732240000L03VAGILEERT Q00072Z000000CHAT N CHEW E
AZEE4ZZ327937323400001038LFLOYD 0000Z05000000CHAT N CHEW E
AZGE45954493732340000103C ELLIOTT 0000023000000CHAT N CHEW E
AZ9871566293732340000103L ELLIOTT 0000974000000CHAT N CHEW E
A3Z003354593732340000103AKCHRISTIANSEN DDDDLZ4DDDDDDbHAT M CHEW E
A36186353593732340000103ARELLTIOTT 0002183000000CHAT M CHEW E
A36542088093732340000103VCCHRISTIANSEN 0000642000000CHAT N CHEW E
A45444571493732340000103E HILSMAN 00£6554000000CHAT N CHEW E
A45635122693732340000103C BITTON 00003Z0000000CHAT M CHEW E
A4593Z585393732340000103MBDUSTIN QO0ZS05000000CHAT N CHEW E
A51453595593732340000103MEWATS0ON 0000583000000CHAT N CHEW E
ASZEZESEZ4937325340000103M ELLIOTT 000Z654000000CHAT N CHEW E e
ASZE30456593732340000L03ADTHORNOCK 0000647000000CHAT N CHEW E
ASZ24EZE68937322400001L03JDHCKEE QO0&E15000000CHAT N CHEW E
ASZEBE3EEZES3T32540000103A8HARPER 00003E5000000CHAT N CHEW E
ASZEE65453937323400001035 MECHAM 0000324000000CHAT N CHEW E
ASZ866907593732340000103F GREEN QO000&55000000CHAT N CHEW E
ASZBBEZA3493732340000103NKPOPE 0008595000000CHAT M CHEW E
A52935486293732340000103CLHILSHAN 000Z657000000CHAT N CHEW E
ASZO538588937323400001L035HMWATSON Tl EDUCH.AT M CHEW E
ASZIE4573593732340000103M HARPER 0OCHAT MW CHEW E e
Ch| | vz
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Import button

This will first validate the data file an
confirm the number of employees to
imported.

Payroll to E-Wage Data Conversion

A

| &
| # Processed: | iz |

M1 Close

Import Status
énport File: |C:\A Data Folder) 3732340103

|\-"a|idating Fixed Length format file ...

Wiews Payrall File | o Import I

Validation Complete

P

39 records successFully validated.
Do you wish bo proceed with import of data?

2)

Converting Wage Data

Payroll to E-Wage Data Conversion

A

| &
| # Processed: | iz |

l-'L LClose |

Import Status
Irnpart File: |C:\A Data Folder') 3732340103

|C0nverting in Fixed Length format

Wiews Payroll File | o Import I

Successful Import Confirmed

Information

@ 39 records imported successFully,

12




Quarterly Reports

Contributory Employers Report - Form 3
The wage data information from the "Wag# Ei= ¥ien ke ==
Data" screen has now been posted to [thé=l  |s] |2] =z © &

“WageData Fom3 Changes  Reports  Submit  History  Profle  Settings

"Employers Contribution Report" screen (Form

3). This report has calculated the Excess Wage§='? [C3373240 | BT nCew he |
and Tax Due for this quarter Quarter / Year |1/2002 Due Date [4/30/02 TodgysDate | 4/7/02 |

—E u t C ibution Report [Form 3)
Total Wages ,W Total paid this quarter - rounded to the nearest dollar.

COﬂtI’I bUtIOn (TaX) Due Excess Wages ’m [ Select this option to manually enter Excess Y ages.

Enter the Total Payment Amount Taxable\Wages ’m [Total‘wages) - [Excess Wages]
Contribution F ate _W
Contribution Due ,—m [T axable ‘W ages] « [Contribution Aate)

Interest ’—DDD [Contribution Dug] « 1% for each morth late.

Late Filing Penaly ’—DDD Penalty assessed for filing quarterly report late.

Tatal Due 779,45 | [Contribution Due] + [Interest] + [Late Filing Penalty]

Total Payment 779.45|| nlt";leLFhECkIPavableEto: N
al un

~MNumber of Ei

For each month, report the number of covered workers (exclude
individuals specifically exempted by the Employment Security Act) who
worked during or received pay for the payroll period which includes the
12th of the month. Include full. part-time. and intermittent employees.
Exclude those who received pay during the payroll period ., but whose
employment terminated prior to the payroll period.

13t Month 2| 2nd Month 12| 3rd Month 12|

CONTINUE |

Starting an E-WagePayroll in Mid-Year g e o]
Employee wage information for eachm cie vew rep JEIE
guarter of the calendar year must be posfe 2 & 2 & & B
to E_Wageto InSUI'e that EXCGSS Wages a3 ﬁ‘age Data Form3 Changes Reports  Submit  History  Profile  Settings
calculated and the Unemployment Tax Due EmsioyeriD [C 53034500 | [HAT N EHEW |
is correct. Quarter /Vear [1/2002] Due Date |4/30/2002 Today's Dais [5/20/2003 |
u

. . Employ C ibution Report [Form 3)
If you are Startlni-wage Iater n Tatal Wages 82,499.00 | Total paid this quarter - rounded to the nearest dollar

the year’ you may enter the prlor quarters SQxcessW’ages 23.223.00 | 7 Select this option to manually enter Excess W ages.
that the Excess Wage calculation iS COIeCt rassiswage: [ mzran| Tataiwages) (Excess Wages)

If you wish to override the calculation andzentiuion Rae 0.015
manua”y Input the excess Wage amou nt:ontnbullon Due 799.14 | (T axable Wages] # [Contribution B ate)
CheCk the bOX tO the rlght Of the exce S’ Interest | 102,29 | [Contribution Due) @ 1% for each month late.

Late Filing Penaly | 199,79 | Penalty assessed for fiing quartery report late.

wage field. Tatal Due 110282 | [Contribution Dug) + [Interest] + (Late Fling Penalty)
Make Check Papable to:
Total Payment | $1.102.62| Make ( A

Fund

~Humber of Empl

For each month, report the number of covered workers (exclude
individuals specifically exempted by the Employment Security Act) who
Employee Count worked during or received pay for the payroll period which includes the

For eaCh month report the number th of the month. Include full. part-time. and intermittent employees.

xclude those who received pay during the payroll period . but whose

covered workers who worked during, Qemployment terminated prior to the payroll period.
received pay for, the payroll period WhiCh1stMmth|j| Zndbonth |27 adbionth | 27
includes the 12day of the month. Include
full-time and part-time as well as
intermittent employees. Exclude those who

received pay during the payroll period but whoseleyment terminated prior to the payroll period.
Clicking on the "Continue" button will take you tite "Reports" screen.

[ CONTINUE |
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Reimbursable Employers Report F-Wage | FAMILY HEALTH | 1/2003 - [Quarterly] P [
The wage total information from the# bie tes rep =181 ]

"Wage Data" screen has now been posten? 37} 4 @ & W =5 R @

the "Relmbursable Emp|0yerS Quarte I‘y}’—ﬁstnry ‘Wage Data  CQuarkerly  Changes  Profile  Clients  Reports  Preparer  Settings

" Fi0:9100340 | [FAMILY HEALTH
Report" screen. Emploper D[R 09100340 | | |
Quarter / Year |1/2003 Due Date |4/30/2003 Today's Date 5/13/2003 |
Mumber of Employ

For each month. report the number of insured workers {(exclude
individuals specifically exempted by the Employment Security Act) who
worked during or received pay for the payroll period which includes the
12th of the month. Include full, parttime. and intermittent employees.
Exclude those who received pay during the payroll period , but whose
employment terminated prior to the payroll period.

Tsthonth | 758 ZndMonth | 89| IrdMonth | 833
Employee Count T - =
otal Wages

For eaCh month’ report the number q or the Quarter, report the total wages that were paid to insured ‘
covered workers who worked during, Qforkers.

received pay for, the payroll period which  wages [ 2z5215m|

includes the 12day of the month. Include
full and part-time as well as intermittent
employees. Exclude those who received pay
during the payroll period but whose
employment terminated prior to the payroll
period.

CONTINUE
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Amending Quarterly Reports

Adjustments For Prior Quarters

Adjustments or corrections for any quarters can notbe submitted through theE-Wage
Program. The amending of quarterly tax reports must bevstieed on paper. The following on-line
forms are available to the public http://jobs.utah.gov/ui/taxform.asp

Form 3ADJ Amended Employer’s Contribution Report
Form 3 HADJ Amended Wage List
Form 3HADJC Amended Wage List Continuation Sheet

These forms may also be mailed or faxed to youdtling

Help Line: 801-526-9235
800-222-2857 Ex 69235
7:00 a.m. to 6:00 p.m.
Monday Thru Thursday

15



Submitting Reports

Use the screen found under the "Submit” jg
to upload the "Wage Data Reports" to th@ee vew v _|slx| _|

Departments website via your ISP (Internetig |5 & & = & & @
Serv|ce Pr0V|der) or Create the "Wage D toyageDats Fom3 Changes Reports  Submit  History  Profile  Settings
Report'ng D|Skette" Current Employer: |C9-373234-U| |CHATNCHEWINC

Current Processing Quarter and Year: | LEEIIE
PLEASE SELECT FORM
™ 'wage List [3H)

Filing of Timely Report

Internet Reports: [ Qe ()
The _"Employer _Quart?rly Reportl PLEASE SELECT SUBMISSION OPTION

(Form 3) is posted immediately to the= o
employers account. The "Wage List" (FOrM: osiere crevion Process
3H) and changes to the "Employer Profile*
(Form 3S) submitted by 5:00 p.m. Mountain
Standard Time will post by the following
day.

[~ Changes F35)

Diskette Reports:
The "Employer Quarterly Report”
(Form 3), "Wage List" (Form 3H), and
Changes to the "Employers Profile" (Form
3S) submitted on diskette will post within 3

business days of their receipt. The
envelope’s post mark will be used to determingtitneliness.

Submission options [ E-Wog | CHAT N CHEW INC 1172003 submission]l _—_————__I=II
Once you have selected the forni# e vew Hap =18] x|

you wish to file, the "Submitting Options' lal (2] = & & @

W|” become aCthe ‘WageData Fom3 Changes FReports  Submit  Historp  Profile  Settings

Current Employer: |C 9-373234-0 I |CHAT M CHEw INC
Current Processing Quarter and f'ear: | 1/2003

— PLEASE SELECT FORM
e \wiage List (3H]

M7 Quartery Fepart (F3)

4

— PLEASE SELECT SUBMI&‘SIDN OFTION
[ INTERMET Transmission

[~ DISKETTE Creation Fiocess |

16



Internet Submission

Internet Submission o | E-woue | CHAT N CHEW INC | 1/2003 - [Submission] _ MEIE|
Select the "Internet Transmission" optiQM fi- viex Hek =8l x]

and cIicI_< on the "Process" buttde-Wagewill B E 2 e & B
automa‘“ca”y Open thE_WageInternet browser “wWageData Form 3 Changes  Fepots  Submit  History  Profle  Settings
if you have an active Internet connection. If YOU curertEmpoyer: [C83732340 | [CHAT N CHEW INC

are USIng AOL (Amerlca On Llne) and eXperlenceCunant Processing Quarter and Year: | 1/2003

Internet transmissions problems, contact your | P FASE SELECT FORM
M wiage List [3H)

% Quarterly Report (F3)
&% Changes [F3 5)

Making Payment

. PLEASE SELECT SUBMISSION OPTION
i
Coupon Payment - (Default Option) :?Emms Croation - Process
At the time the data is transmitted,'a
payment coupon will print automatically.
This coupon must accompany your check to
ensure proper credit to your account.

Electronic Funds Transfer Payment

If you use an EFT (Electronic Funds
Transfer) to make your payment, no coupon
is printed. Make sure that you have
completed the information for the EFT payment aptio the "Employer Profile Screen" before
processing. Refer to "EFT Setup” information ongoég

Internet Submission Confirmation Screen T e m e a T — —l
Your quarterly reports have beegyr = = T —— s ‘ f
S ucceSSfu I |y transmltted . DEPARTMENT OF WORKFORCE SERVICES g Utah's Job Connection
I | e
Iy
j |

17



Diskette Creation

Diskette Creation
Select the "Diskette Creation" option. Th# & vien Hep =181 x]

"Process" button will activate after the optionrs BEE 2 © & B

“wage Data Fam3 Changes  Reports  Submit  History  Profle  Settings
checked.

Cunent Employer. |C53732340 | [CHAT N CHEW INC

Current Processing Quarter and Year: 1;"2003'

. PLEASE SELECT FORM
M wiage List [3H) %
% Quarterly Report (F3)
" Changes [F35)

 PLEASE SELECT SUBMISSION OPTION
[~ INTERMET Transmission

P2 DISKETTE Creaion M
Submission of Diskette, CD, or Zip Disk .
Click the "Process" button and the following popwif) appear. x|
) i Pleaze Select Drive
Drive Selection AL
Select a drive and load the appropriate media. B\

E-wagewill show the disk drives that are available. The [;
drive is your 3.5" floppy. The other options maypnesent your |i
Writeable CD or Zip drive. Magnetic media senthie Department
are erased or destroyed after processing and charreturned.

Formatting Disc Option
Diskette users will be asked if they want to etage3.5" floppy. _ o
. . . . Do you wish to ERASE this media? If you are submitting multiple
This ensure that the disk is clean and ready tivemew data. If you @ mziEeaalbmef ibreammerd i ol
are sending more than one file on the disketteaddormat the diskette v |[ ~
again.

Confirm

Diskette Damage

If your diskette is unreadable, the Magnetic Mddépartment will notify you by mail concerning the
problems. You will have ten (10) working days tdsit a new diskette.

Diskette Label Reminder InfaosEREN x]
Label the diskette before mailing with this infotina. Use an
adhesive label rather than a sticky note to idgmiié diskette. @

Pleaze label your dizskette with the
following information:

Acct it C9-373234-0
Company: CHAT N CHEW IMC
Ot 1 ‘Year 2003

Prepared By: PHIL

Phone #: [801) 526-35390
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Diskette & Payment Coupon Confirmation o
This screen confirms your diskette has been
Media Confirmation
created and I’eady to be labeled. A Pay entYuu have successtully created media containing the following information.
Coupon was automatically printed. QUARTER: 1 YEAR: 2003
If a change to the "Employer Profile" has
been made, a Form 3S will automatically print

¥ Employer's Unemployment Contribution Repart, Farm 3
¥ Employer’'s Quarerly Wage List, Form 3H

for your records. * Employer's Change It%tice, Form 35
Flease submitthe amount due with your payment coupon and the diskette.
Thank You For Filing Electronically! ltﬂ""‘
F"JC!E,,H
o
Diskette Completion E-Wage | CHAT N CHEW | 1/2003 - [Submission] (O]
| Ele view Help m=E

Making Payment B &3 [ = © & @
Mallyoul’|abe|ed dISkette payment COUpC WageData Form3 Changes Feports  Submit  Histary  Profle  Settings

and check to the address found in the lower rlghtwrentEmn‘wer [c31258484 | IEH*'*TNEHEW

corner of this "Submission" screen. This screerfurent Frossssng Quarter and rear

does not appear until you have created f E\:V“SQEfEtL[aEH':]T Eo

diskette.

" Quarterly Report (F3)
I Ehanges F35)

— PLEASE SELECT SUBMISSION OPTION
[~ INTERMET Transmission

[~ DISKETTE Creation Diskette Created Fiocess

— DISK INFOMATION
Flease label your diskette with the
following information:

Flease hail To:

Acct# C 51958454 Department of Workforce Services
Campany CHAT NCHEW 1 e
Qtr: 1 Year 2003 B0 Box 45233
Prepared By: JIM SHEW = ;
Phaone # (801) 526-3494 SaltLake City, UT 84145-0233
#2 Enter Anather Quarter | Bl Exit Ewiags
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Create Diskette Labels

You may create your own label or use the label fi
that is provided.

D

Acct#. - -
Company:

Qtr: Year:
Prepared By:

Phone #:

This Diskette Label file is available as a WordfBetror Microsoft Word File. These files are found
the root directory on the program CD.

Word Perfect = Ewage disc labels.wpd
Microsoft Word=  Ewage disc labels.doc

Label # 5963 Sheet Details
Sheet size 8.5"X 11"
Number of labels: 3X5
Label size: 2.69"X 2"
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Printing Reports

Printed reports are for employer use only

DO NOT SUBMIT PRI

Printing Reports

The Payment coupon may be printed

mailed with your Contribution Paymemll the

NTED REPORTS TO DWS

other reports are for the convenience of the
employers and are not intended for filing with

this Department as a Quarterly Report.

Enter the quarter and year, check the desi
document, and click the print button.

Contributory Employer - Documents
Payment Coupon
Wage List - Form 3H

Quarterly Report - Form 3
Excess Wage Report

Reimbursable Employer - Documents

Wage List - Form 3H
Quarterly Report

| Ele View Help |
2 [2) = © g
“wage Data Fam3 Changes  Reports  Submit  History  Profle  Settings
Current Employer: |E 93732340 I |EHAT N CHEW INC |
Current Processing Quarker and Year: ml
FﬁHNT FORMS
Payment Coupon Print
— PRINT FORMS (Do NOT Send to DWS)
™ ‘wageList [3H] Printed
I Quarterly Report [F3]
I~ Excess Report Printed Fiint
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Employer Profile Changes

Use the screen found under the "Changes" tab te iwiadnges to address, status, ownership, contact
information, etc. If you do not have an addresgust or ownership change, you do not need tchissedreen.

Change Screen Box 1 | E-Wage | CHAT N CHEW [1/2003 - [Fom35 (Employe Changes)] SIS
FEIN and Telephone Number [ i View Help =lelx|

If your FEIN or phone number ha & @ 2 e & @

,IWageData Form3 Changes Reports  Submit  History  Profile  Settings

changed, enter the new data in box numbert — e I |

"1. PLEASE MAKE CHANGES if inf s or missing.
n n Federal I Number: |BE1254569 | 9 Telephone Number |1801)5263434 | 2
FEIN Changes "Please Note B i |
2. CHANGE OF HNAME OR ADDRESS. but NO change of ownership. —————

FEIN Chang&an Notbe transmitted via newnans [t noiew
the Internet inE-Wage Submit the change ofisadtes: 12345 0w

[T MNew Name
[T Mew Address

diskette or submit the change on line |at o, =] s
http//JObS‘ Utah 'gOVIUI/empIOyer'asp 3. CHANGE OF OWNERSHIP | DWS for bai or merger)
[T Business or Entity Reorganization  OR [~ Business Sold and % of Assets Sold ’:I
Change Screen Box 2 Efiectiv= on S| *

‘we changed to: e

Mew owners: | |

Name and Address Changes
Use box number 2 to make changes|tq_ i
your name and/or address. You do not need iQ s
check the "New Name" or the "New Address"
boxes. They will automatically be checked aftéf ***** L] IT =1
you make a Change 4. CLOSE / REOPEN ACCOUNT

Effective on jl 7
[ Ot of Business with NO successor
Change Screen BOX 3 [T Stillin business with no employees
. [~ Employees are now LEASED from: | I
Change of Ownership O Rl
Use this box if you have Changed tR€ contact inForMaTION
ownership type of your business (e.g., changeehse: [t srew Phone |801)526-9434 |

from sole proprietorship to a corporation). = HANARER

Simply enter the date of the ownership change
and select the new business entity from the "We PotChanges | 3% CancelCharges
changed to" drop down box.

fimi@conm, com

Business Sold
Use this box if you sold your business. Enter thiegnt of assets sold and enter the date sold in
the "Effective on" date field. Enter the new owsarame, the new business name, and the address.

Change Screen Box 4
Close/Reopen Account

Close Account
Use box 4 if you have closed your business withsalitng it or if you no longer have
employees. Enter the effective date of the cloaimgjselect one of the appropriate check boxes.

Leasing Employees
If you lease employees, please enter the leasimpaony name and phone number.

Reopen Account
To reopen an old account, enter the effective datkcheck the reopen box.

Change Screen Box 5
Contact Information
Make appropriate changes as needed to update Carftarenation.
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Wage Data Import Setup

' D'O NOT use this area unless you “E-Wage | CHAT N CHEW | ** TEST SERVER ** - [Import _ioix|
importing wage data. | Bl view Help =l

j@m@&m L B

History — WageData Form3  Changes Profile  Clienks  Reports  Preparer  Settings

Before importing payroll wage data info
Wage, you must select an import option arjdfayell imeort Pret
deflne |tS Settlng ¥ Fined Length Format 7 C5Y Format 7 Excel [versions 97, 2000, #P]

After the option has been defined, check theixed Lenath Fomat

H n n - Field M
Set‘“ng Use the Browse button to the r|ght fS‘cha\S::;lyNumher itDW The input file must be in Fized Length farmat

S pecify the beginning and ending positions

the "Payroll Import Flle" box and select a flle O Employee First Name o5l 25| [for sach of the fields listed on the left of the

import. The "View Payroll File" button allows oo [ 1 (S5 L

lour default walues when Downloading

payioll data into the 'wage D ata screen
Employee Lazthleme, | 27|t 'ou may also modify these fields at
download

you to open the and verify the file structure. Klic
on the "Validate" button to validate the file impo
setting. This will not import any data. Use thePaelimeetFie |Ea DATA FOLDERW 3732340103 @
"Wage Data" screen to import wages. Refer|to
page 10.

If a problem occurs while importing data,
the program will specify the nature of the
problem. You must make the appropriates viupsolfie| Valdate Post 53 Cancel
corrections and validate the file again befare
proceeding with the import process. Confirm that
the data file structure and the import setting
match.

Once the "Import Setup” is complete, click
on the "Post" button to save the changes and réduire "Wage Data” Screen to import wage inforomati
Refer to "Entering Employee Wages" on page 10.

Wages for Quarter 47 to

=

Importing JSwage Wage Data E-Wage | CHAT N CHEW | ** TEST SERVER ** - [Impo =10 x|
(E-Wage has replaced JSwage, thi# e vew teb =18 ]
Departments previous wage data program) &) 3 & & M £ B
The default Settlng fOI’ leed Length FOI” ‘ifi tary MdageData Form 3 Changes  Profile  Clients  Reports  Preparer  Settings
is set to import wage data from a JSwag@™" """
transmittal flle Create a transmittal flle in @ Fiwed Length Format € CSY Format 7 Excel (versions 97, 2000, 5P)
JSwage for each quarter being imported. Fared Length Fomst

Field Name

The input file must be in Fized Length fomat,
Social Secuiy N“th[ i to 10 S pecify the beginning and ending positions

Once the Import Setup is complete, click on EmereeFisttane [ ‘Dg e s

Employee Middie Iritial 26 o lwour default values when Downloading

the Post button to save the changes and return tQ . ... ...« payialldata o the Wage Deta screen
. ployes Zag; Name 27 | to I"'ou may also madify these fields at

the Wage Data Screen to import wage wagestotuare M dannicad

information. Refer to Entering "Employee

Payrall Import File [C:54 DATA FOLDERY 3732340103 =
Wages" on page 10. | [
Wiew Payrall File Validate Eost 26 Cancel
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Comma Separated Value - CSV Format E-Wage | CHAT N CHEW | ** TEST SERVER ** - [Impo 5 =IO x|
Payroll data exported in a "CSV Format#¥ & ves Hep _ =151
file can be imported intdE-Wage For each|| € B & & @ 8 D

History  ‘age Data  Form 3 Changes  Profile  Clients  Reports  Preparsr  Settings

needed data field in the record, please specify its

. . i~ Payroll Import Pref
location in the "Comma Separated Value Format®
bOX ™ Fized Length Format % CSv Format i Excel (versions 97, 2000, XP)
’ ~ Comma 5 d Value
Field Name Field Number
On a” Wage Data Converted from payro I, Social Security Number ,71 The input file must be in Comma Defirited format,
Ermnh Fist N Specify the field number for each of the fields listed on
please define the location of five fields: SSN, .= ,’j B b e
. . . .. - 1 Employes Middle Initial [ ecome your default values when Downloading payrol
First Name or Initial, Middle Initial, Last Name,  enposectositane | 6| [F2300e v Oetesarer, Yooy shios
and Wages. Ensure that the input data is truly iryvesssfogue [ 7] [Seeee
CSV |Format as Shown In the fOIIOWInJ Fayroll Import File |EV—\DATAFDLDEF\\EZ'MEBED'IDSESV IEI
exampies.
"529786765","JOE","J","JONES","2530.54"
529786765,J0OE,J,JONES,2530.54
Yiew Payroll File Validate Eost 3@ Lancel
You must specify the field numbers for each

field in the "Comma Separated Value Format"
box. For the example above, it would be set as
follows:

SSN =1, First Name =4, Middle Initial = 3,ast Name =6 Wages =7

These settings become the default for each subsequarter. If the wage data file structure changes
the default settings need to be redefined.

Once the "Import Setup” is complete, click on tR@$t" button to save the changes and return to the
"Wage Data" screen to import wage information. R&de'Entering Employee Wages" on page 10.
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Fixed Length Format E-Wage | CHAT N CHEW | ** TEST SERVER ** - [In gs: I ] B
Payroll data that has been exported inMge veu tib =181

"Fixed Length Format" file can be imported inﬁb@ 8Bl @ & M 2 @

E-Wage W|th|n the "F|Xed Length Format" bo‘ : Histary —‘WageData Form3 Changes Profile  Clients  Reports  Preparer  Settings

please specify the beginning and ending locatioR™

for each data field.

@ Fiwed Length Format € CSY Format 7 Excel (versions 97, 2000, 5P)

Fixed Length Format
Field Name

Positi
. . . _ . The input file must be in Fized Length fomat,
The "F|Xed Length Format" data fl Ie | Sooial Security Number 2 i to 10 S pecify the beginning and ending positions

.rﬁmpbyee First M ame | o5l 25| [for sach of the fields listed on the left of the

screen. These specifications will become

N

defined as data where each needed field falls|i

3 R .. mplayes Middle Iritial 260to| 26| [vour default values when Downloading
the exact same starting and ending pPOSItioN| OFupioyes Lasttiams [ 27 10| ag| [Pl cote i the Wiegs Data screen
I"'ou may also madify these fields at

each Wage Data record. All Wage Data convertedvaossfo usts: 47|t 53] [dovnioad
from payroll, we need the location of the

. . . . . Payroll Impaort File |E:V—\ D&TA FOLDERY3732340.102 @
following five data fields defined: SSN, First
Name, Middle Initial, Last Name, and Wages.

Make sure that input data is truly a "Fixed Length
Format” file and that you know the starting and
ending positions for each needed field. By
selecting the "View Payroll File" button at the2=:Farlfie| _ Vi e
bottom of the screen, you can view the payroll
data positionsyou must specify wherethepayroll
datafileisfound in the"Payroll Import File" box
before you can use the "View Payroll File"
button.

These settings become the default for each subsequarter. If the wage data file structure changes
the default settings need to be redefined.

Once the "Import Setup"” is complete, click on tRe®st" button to save the changes and return to the
"Wage Data" screen to import wage information. R&f€'Entering Employee Wages" on page 10.

Excel File Format
Payroll data that has been exporte
an Excel file can be imported inEBWage
Within the "Excel File Format" box, please =

specify the column location for each needed@™ "™
data fleld ™ Fived Length Format € CSY Format & Excel [versions 97, 2000, XP)

E-Wage | CHAT N CHEW | ** TEST SERVER ** - [Im| (=[]

Jwﬁile Yiew Help : == =]
e B @ & M 8 B

History — WageData Form3  Changes  Profile  Clients  Reports  Preparsr  Settings

ft Excel

All Wage Data converted from/ o
payroll, need to have the location of the secialsecuiy Nunber
following five data fields defined: SSN, E:E:jr:dldrlmt\
First Name, Middle Initial, Last Name, and gqpiopes Last Hame
Wages. Make sure that input data is truly/|in wage for guae
its own column. The employee’s full name
cannot be in one column. If there is n

o}

middle initial column, you may enter a zero
v
e

o

El
2

The input file must be in Excel format,

Specify the calumns for each of the fields listed on

the left of the screen. These specifications will
become pour default values when Downloading payroll
data into the Wage Data screen. You may also
modify theze values at the time that the download
takes place.

LLLLL]

Payroll Import File |E W4 DATA FOLDERNERXCEL 103<L5 = I

for that location. In selecting the "Viey
Payroll File" button at the bottom of th
screen, you can view the payroll data
column.You must specify wherethe payrol| | & VieuFarclfie | | Vahdate [ pow | (56 canca]
data file is found in the "Payroll Import
File" box before you can use the "View
Payroll File" button.

These settings become the default for
each subsequent quarter. If the wage data filetsireichanges, the default settings need to béimede

Once the "Import Setup" is complete, click on tRest" button to save the changes and return to
the "Wage Data" screen to import wage informati®efer to "Entering Employee Wages" on page 10.
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History

TTe. ]!*'Stor.y Screen allowsou to view the p s S
quarterly information. 18 e Ven Heb B

. Quarter/Year - =
Filed By 2] (@) = & 8 @
‘wage Data Fom3 Changes FReports  Submit  Historp  Profile  Settings
Form 3 Da'te Lk Filed By | Form 3 Date|Form 3H Date|Form 35 Date| Trans Date | Rate | Base | Tot'wages

Form 3H Date
Trans Date

Rate

Base Wage
Total Wages
Subject Wages
Total Due
Contribution Due
Interest Due Y
Penalty Due
Payment Option

Any changes made to the "Employgr
Profile" also appear in the "History" screen.
. Date the change was made En

wage
. Date the data was transmitted.
. How the data was transmitted. K| 0

Only the date of the transaction will appear, thgadlements will not.

Delete Entire Quarter

Highlight the quarter to be deleted and use
"Delete" button on your keyboal’d. You will be aske Deleting a quarter will permanently remove all associated
to confirm the delete. Deleting a quarter wil emplovees and wages. Select YES ta Delete, or NO ko Cancel.
permanently remove all associated employees and
wages from th&-WageProgram.

Yarning H ﬁl

A second warning appears providing the f|_ x|

opportunity to cancel the operation.
& Are wou sure you want bo DELETE quarker 1f20037

i [s] |
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Data Backup
Close allE-WagePrograms that are running a
click on the "Backup Database" button. All clieata

E-Wage | CHAT N CHEW - [Wage History]

J- File View | Help

is backed up in one zip file and saved in Ehi#&/age @ Ungreds F-itags g =z & % B
backup directory. The name of the backup zip $iléne || wssepaa s Resel Help Didogs /ol _5ettings
date and time when it was saved. et lZs 6 About E-ihAge Repalr Database it .
/2002 153 Backup Database 0.5 22,000
Restore or Move Database 22002 | [ Restore Database 0.015| 22000
The "Restore Database" bUttOn may 0@03 Digkette B/20/2003  B/20/Z00 072003 | 0.01% 22500 $506.818

used to move client data to another location.

1/2002  Digkette

5/20/2003 | 5/20/2003 |5/20/2003 | 0015

22,000 $82.439

Backup Warning
Ensure that thE-Wageprograms on th o
Network are closed before backing up the datd® 2

Y

If Ewage is operated by mulitple users in a networked enviroment,
please confirm Ewage is not running on any other workstation.
before continuing. Select O to continue with the database backup operation.

Cancel |
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Glossary

125 Cafeteria Plan :  This refers to section 125 of the Internal &awe Code which allows a company to
offer their employees a choice of non taxable hie1&fhese wages are exempt from the Unemploymaxt T
and should not be reported as part of gross wages.

Account Closed :  An account can be closed when it no longertdveable Utah wages. This results from
selling the business to a new owner, going outisfriess, continuing to operate without employe@sasing
to another state.

Comma Delimited :  In a Comma Delimited file each record is oe tine. Each data element (Field) is
separated by a single comma. Exanfftéhn,Doe,120 any st.,Anytown, WW,08123

Comma Separated Value : In a Comma Separated Value file each recard sne line. Each data element
(field)is separated by a single comma. Data Fielils embedded commas must be delimited with double-
guote characters. In this examflehn,Doe,120 any st.,"Anytown, WW",08123Anytown, WW" is one
field.

Contributory Employer:  This employer must pay a quarterly contribui{iax) to the state Unemployment
Insurance Trust Fund. Most companies will fall unithés category.

DWS : Department Of Workforce Services
EFT : Electronic Funds Transfer is a debit transacti

Excess Wages : Excess wage is the amount paid to each emplafger his or her year-to-date earnings
exceed the maximum taxable wage.

Fixed Length Format : A data file where each needed field fallsha exact same starting and ending
position for each data record.

Gross Wages : Total gross wages before deductions paid duhie quarter. Includes all payments for
services including cash, bonuses, commissions,aips gifts. Section 125 Cafeteria Plan wages xempt
and should not be included as part of gross wages.

Help Icon : The question mark icon ( ?) to the sideryfféeld represents the help icon. Information and
hints about each field are obtained by using thiearuto either click on, or simply hover over, tredp icon.

Interest Due : The interest rate on unpaid tax due for agatenent is one percent (.01) per month or partial
month.

ISP : Internet Service Provider

Ownership Changes :  This occurs when a new legal entity becomspaesible for the business taxes.
(e.g., the business is sold to a new owner, yaive@ new Federal Employers Identification Nun{B&iN),
you change to a corporation, limited liability commy, or partnership.

Penalty Due : The penalty is a percentage of the tax duasabdsed on the number of days that the report
is late. The minimum penalty is $25.00. If 1 todays late applies, the penalty is five perc&®)(. If it is

16 to 30 days late, the penalty is ten percenj.(.If@ is 31 to 45 days late, the penalty isdén percent (.15).

If it is 46 to 60 days late, the penalty increasasventy percent (.20). If it is more than 60 slaye penalty
becomes twenty-five percent (.25).
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Reimbursable Employer :  Although required to submit a Quarterly Repthis employer does not pay a
guarterly contribution (tax) to the Unemploymergunance Trust Fund. It reimburse the Fund whemnrado
employee draws unemployment insurance benefits. @mi profit organizations or governmental entitads
under this category.
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OUR MISSION

The mission of the Utah
Department of Workforce Services
IS to provide quality, accessible, anc
comprehensive employment-relateg
and supportive services responsive

to the needs of employers, job
seekers, and the community.

gt

b
Jotioﬂ

con”

Visit our Contribution Tax website at
http://jobs.utah.gov/ui

Department of Workforce Services
Utah's Job Connection
P.O. Box 45233
140 East 300 South
Salt Lake City, UT 84145-0233
801-526-9235
800-222-2857 Ex 69235
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